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NEXT STEPS:
2007 21st Century Community 

Learning Centers 
Continuation Application
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Welcome to MEGS
The Michigan

Electronic Grants System

http://megs.mde.state.mi.us/megs/

21st Century Community Learning 
Centers

Last Updated: May 2, 2006
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1. Understand how to use MEGS for 21st CCLC 
grants

2. Initiate the 2007 Continuation Grant (rollover 
from previous year)

Purpose 
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What is needed to use MEGS?

• An Internet Connection

• Web Browser
-IE 6.0+
-Netscape 7.0+

• Acrobat Reader 4.0+

• A Valid MEIS Account, 
entered in MEGS
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What is MEIS and how can an
account be obtained?

MEIS is the Michigan Education 
Information System. 

MEIS provides one system for the 
management of user accounts for a 
variety of MDE applications. 

In order to use MEGS (and 
potentially other State of Michigan 
systems) you must first obtain a 
MEIS account.  This can be done by 
going to the following URL (Website 
Address) and clicking Create a MEIS 
Account:

http://meis.mde.state.mi.us/userman/
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Confirming your MEIS Account

The final screen will confirm your 
account.

Hint:  Print this page for your 
records.

Hint:  Change your password 
immediately.

Your MEIS account must be 
entered in MEGS by your 
authorized official (level 5).

Note:  Every MEIS application 
has its own security system.  
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How to access MEGS

If your MEIS account is entered in MEGS,  you can log in:
http://megs.mde.state.mi.us/megs/.

The first screen provides a link to the login screen and a 
link to the MEGS Website.

MEGS Website has:
-training materials
-allocation information
-MEIS information
-general information
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Logging into MEGS

Use the Login and Password obtained from the MEIS 
Registration Process to login.

Remember:  the MEIS password is case sensitive.

If you receive an error message that you have a valid MEIS 
account, but are not authorized in MEGS, contact your 
Authorized Official.

Need to reset your password?  
Call the MDE Helpdesk:

(517) 335-0505
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MEGS Authorization Structure
Level 5 - Authorized Officials
• Manage MEGS accounts for district/agency and add users to MEGS
• Submit, amend and delete applications, amendments, and/or reports

Level 4 - Application Administrators
• Responsible for managing the application (21st CCLC)
• Initiate assigned applications 
• Assign other users to participate in the grant writing or review process 
• Notify Authorized Officials to submit applications, modifications and  

amendments
• Submit reports

Level 2 - Grant Writers Input and edit any data

Level 1 – Viewers View all parts of the application - Cannot input or 
edit any information
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Avoid the Back and Forward Buttons

MEGS is a dynamic, database driven, Web application.  Content in MEGS changes 
according to information that is entered into the system.  When applicants enter 
information into the system, it changes the way they see certain parts of the 
application.   Therefore, it is highly recommended that users use the navigation 
provided within the application.

Using the browser’s Back and Forward buttons to go to a page is not the same as 
clicking a link to go to exactly the same page.  The Back button will simply load the 
cached (or saved) version of the page that exists on the local hard drive as it was the 
last time the page was accessed. By using the Back button, the user is not getting 
the latest information from the website, but rather an “older” saved version of the 
page.  

Avoid the Back and Forward buttons in order to always see the latest information. 
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MAIN MENU:  Application Security Level(s)
“Get assigned to the grant!”

• Select the user from the 
drop down list and click 
Go.

• Assign a security level 
for each application the 
user will access.

• Click the Save button to 
save the assignments.

To assign application security 
level(s) once users are in MEGS:

New!  Users can be added even if the  
application is already initiated.
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Initiating an Application

Main Menu
Apply for FY 2007 Grant(s)

• Select 21st Century (FY-2007) 
from the drop down list 

• Click Apply For A New Grant.

Takes you to next page

Level 4’s or 5’s can initiate applications.
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Note:  only a level 4 or a level 5 can initiate an application

• Select Apply Now Circle.
• Be sure the Copy Previous Grant Box is checked.
• Click the Apply button to initiate the application.  This will send 

the user to the Application Menu.

MAIN MENU
Initiating an Application

Apply Now does not mean TODAY
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HELP/ASSISTANCE

• Some pages have help information.

• Before you enter any information, it is 
recommended  to view HELP screens.

• To print, click Print Window.
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Header Details

• Main Menu – Returns the user to the page with all applications initiated by the user’s 
agency.

• Application Menu – Returns the user to the “home page” for the application.  A feature 
built into this link is a JavaScript menu that allows quick access to other parts of the 
application.  This menu has links to budget pages and program information.

• Help – Takes the user to specific help information for each page.  This feature is the first 
source of assistance for questions or problems that users might encounter.

• Errors – Tracks the progress of the application and alerts the user when any critical part 
is not completed.  All errors must be addressed in order to submit the application.

• Logout – Logs the user out of MEGS.
• Application and User Information – Indicates the application that is currently being 

worked on, the applicant agency, the application number, and the current user’s name. 

Help

Main Menu
Application Menu

Errors

Logout

Application and User Information
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21st Century Walk Through

Application Menu

• Header Details

• Grant Information

• Management Activities

• General Information

• Budget Pages

• Program Information
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Assurances and Certifications
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MANAGEMENT ACTIVITIES
Control Access to This Application

To Give Users Access to the Application 

• Go to the “Add Users to this Application” 
table at the bottom of the page.

• Enter the MEIS Account IDs of the users 
to be given access to the application.  

• Select a security level for each new user 
based on his/her function in the 
application process.

• If the user is a contact person for the 
application, select the Main Contact.

• Click the Save button to update MEGS. 
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MANAGEMENT ACTIVITIES
Control Access to This Application

Edit/Remove Users From Application

• Use the “Edit/Remove Users 
From This Application” table at 
the top of the page.

• Identify users to delete or to 
temporarily limit their access.

• To edit the user’s access, make 
the appropriate changes and 
click Save.

• To remove the user, click the 
box in the “Mark Remove” 
column to the left of the user’s 
name and click Save.

• The removed user will no 
longer have access to the 
application unless the user is 
given access again.

Assigned contacts are displayed on this page.
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MANAGEMENT ACTIVITIES
Review Grant Selections

Warning:

•Fiscal Agents with 
more than one grant 
application.

•Do not make 
changes here.  

•Keep track of your 
grant numbers.  
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MANAGEMENT ACTIVITIES
View a PDF of the Application

Generating PDF’s of the 
Application

• Once data is saved, the 
individual pages can be printed
in PDF format.

• The entire 21st CCLC 
Application is generated 
overnight, and can be saved
as a PDF file on the desktop.
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MANAGEMENT ACTIVITIES
View a  Blank PDF

• You can print a copy 
of the blank form.
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GENERAL INFORMATION
Grant Contact and Fiscal Agent Information

To Assign or Change 
the Main Contact:
• Go to the Control Access link to make the assignment.
• When the assignment is saved, the user will be displayed on the 

Grant Contact and Fiscal Agent Information page. 

Fiscal Agent’s Information:

• Fiscal Agent Information comes from the 
School Code Master(SCM).

• MEGS gets latest updates from the SCM.
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GENERAL INFORMATION
Add Review Consortium/Grant Member Information

Must review 
each page and 

check here
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GENERAL INFORMATION
Co-Applicant Agency Information

•Info pulls forward to 
2007 grant
•Be sure it is still correct
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BUDGET PAGES
Budget Navigation

The yellow tinted button 
denotes the page that the user 
is currently on

The blue tinted buttons denote pages 
that are available to navigate to

The View PDF button will generate 
a PDF for the current grant source

Clicking these buttons will take the user to 
the corresponding page

The quick links are available on the 
dark blue button bar

Budget Tabs and Quick Links
These features allow for easy navigation between the budget pages.

• The tabs are color coded for easy recognition.
• The yellow tinted tab signifies the current page. 
• The View PDF tab will display a PDF of the current budget page.

Quick links are located beneath the budget tabs, and take the user to pages 
where multiple budget items can be added.
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BUDGET PAGES
Budget Summary

•All last year’s amounts are pulled forward.

•Only the function codes listed are allowed for 
21st CCLC, follow guidance provided in your 
manuals.

•The budget totals are displayed with function 
codes along the left side and object codes 
across the top.  

•Budget totals are changed automatically when 
new budget items are added to the grant.

•Edit Contact Information if it has changed.

Budget Summary: 
This is for presentation only, you will not be enter data into this chart.
Budget Detail will be computed and presented in this summary page.
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BUDGET PAGES
Budget Detail

• Budget Detail page is an in-depth 
look at all budget items. 

• It is not necessary to include Local 
Agency Share but it may be helpful for us 
to see.

• Each budget item is listed by function 
code, with the description.

• As items are entered into the system, 
this page is automatically updated and 
displays the totals.

• Item description is a link to the page 
where the entry can be edited.
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BUDGET PAGES 
Add/Edit/Delete Budget Item

Add a Budget Item:
• Click the Add Budget Item tab.
• Read directions on page.
• Select function code 
• Provide a description of the 

budget item.
• Enter amount(s) in the box(es) 

beneath the appropriate Object 
Code(s).

• Local Agency Share requires a 
separate entry.

Edit a Budget Item:

• Use Edit Budget Detail link or
• Access from Budget Detail

Delete Budget Item:

• Use Delete Budget Detail link
• Delete from Update Item page
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PROGRAM IMFORMATION
Program Information Page Summary

This gives you information about the 
sections in the grant application.
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PROGRAM INFORMATION
Project Abstract

• This is a one-page description 
of the project.

• Most sections from previous 
application are brought 
forward.

• You must review and revise 
your project outcomes and 
evaluation plan and give us 
your plan for next year.

• It is recommended that you 
create your narratives in a 
program that has spell-check.

• Then you may copy and paste 
the information into the correct 
area.

• Less is more.
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PROGRAM INFORMATION
Sites for the Grant

• Check ALL sites to the grant
– One page per site
– Make sure each page says 

YES

• Check information for each site

• Fill in the Name, Address, etc 
as it appears on the site 
license.

• Buildings must have district 
code and building code

• Building code must have 
leading zero.
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Use the School Code Master to find Building 
Codes

• Web access:
http://cepi.state.mi.us/scm/directory/step2.asp?intSearchType=1

• Select the first letter 
of the building.

• Navigate to find  the 
correct building.
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Submission of the 21st Century Grant
Errors

• MEGS performs a check for technical errors and will present the information 
on this page.

• Run the error checking until the screen indicates:

No errors have been detected in this application.
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Submission of the 21st Century Grant
Submission

To Submit an Application:

• Notify Authorized Official (AO), Level 5. 

• AO clicks the Submit Application button. 

• Conditions page will be displayed. 

• After reading and agreeing with the 
conditions, click the I Agree button. 

• MEGS will display a confirmation page.

• MEGS will notify the identified. 
administrator and the application Main. 
Contact by email that the application has 
been received by MDE.
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Application Status Levels

Status levels are used to track applications 
within MEGS and are applied at every step of the 
process.

There are two distinct status categories: 
Applicant and Consultant.

Applicant status levels that are “in progress” 
allow the user full access to the application.  
Submission will “lock” the application to further 
changes.

Consultant status levels are used to show the 
level of review or to return the application (e.g. 
Modifications Required) to the user.

Applicant Set Status 
Levels

• Application In Progress
• Application Submitted
• Modifications In Progress
• Modifications Submitted
• Amendment In Progress
• Amendment Submitted
• Report In Progress
• Report Submitted

Consultant Set Status 
Levels

• Review In Progress
• Modifications Required
• Program Office Review 

Complete
• Grant Funds Available 
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Viewing Comments

To View General 
Comments

•Click the View 
Comments link in the 
header of the page.  

•A separate popup 
window opens and 
displays the comments 
for that page.
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Modifications Process

Modifying the Application:

Modifications Required: 
the Modify Application button is “lit.”

Levels 4 and 5 can click Modify Application to begin revising the application, which 
changes the status to Modifications in Progress.  

Once the status is Modifications in Progress, additional changes are made by clicking the 
View/Edit button.

Changes made to the application are shown by clicking the Modifications Summary link on 
the Application Menu.

Level 5s can submit the modified application by clicking the Submit Modifications button 
on the Application Menu.



Prev Next|

Slide 39

http://136.181.114.7/megsweb/

Look here for 
informational 
PowerPoint 
and the 
Quick Guide.  
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Questions?
• Password related:  Call MDE Help Desk (517) 335-0505

• 21st Century Community Learning Centers Questions:

Lorraine Thoreson ThoresonL@michigan.gov

John Taylor TaylorJohn@michigan.gov


